
FOR AGENCY USE . 
Application Date 

Application Number 

3 

The  S y s t e m s  Division enrolls members o f  the E m p l o y e e s  and  T e a c h e r s  Retirement S y s t e m ;  
m a i n t a i n s  member accounts; e d i t s  and processes m o n t h l y  r e p o r t s  on ember and e m p l o y e r  
contributions; and m a i n t a i n s  s u b s i d i a r y  a c c o u n t i n g  r e c o r d s  f o r  the G e o r g i a  S t a t e  Employ-  
ees Retiremnt S y s t e m  and the T e a c h e r s  R e t i r e m e n t  S y s t e m .  

1. Agency Address FOR RECORDS MANAGEMENT VSE 

Application Number T e a c h e r s  Retiremnt S y s t e m  

S u i t e  400 - Two Northside 75 Date Received Date completed 

A t l a n t a ,  GA 30381 

A c c o u n t i n g  a n d  Membership Division €31- b 0 2  
D E C  2 I 198? D E C  i 2 1981 I -~ 

-~ 

7. Remrd Series Description 

Documents relating to: 

This file contains the following documents /include form numbers and titles, if any): 
Attach samples of the file. 
v e r i f y i n g  i n f o r m a t i o n  p o s t e d  t o  member records b a s e d  on q u a r t e r l y  
and m o n t h l y  school s y s t e m  reports. 

~~.~ ~ A 

lnduded are: c o m p u t e r  o u t p u t  m i c r o f i l m  s h o w i n g  maber and c o n t r i b u t i o n s  p o s t e d .  

c h r o n o l o g i c a l l y  b y  f i s c a l  y e a r ;  thereunder m o n t h l y ;  thereunder either 
n u m e r i c a l l y  b y  s y s t e m  number sequence and alpha b y  member name a n d / o r  File i s  arranged: I 
n u m b e r i c a l l y  b y  member number s e a u e n c e .  

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old 12 ; Seven to twelve months old 14; Thirteen to twenty-four months old 1 7  ; 

Lettersize drawers ; Legal-size drawers ;Shelves ; other /s?hXifY) 47 fiche-1" per  yr. 
9. Annual Rate of Accumulation of Records 

. 1. ~ -. .. 

twenty-five months and older 10 ? 

.~ '.. .. 

\ 
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- 
]YES] NO I 10. Qlestionnaire (Place an "X" in the proper column) 

. 

Is this the official copy of the series? 

e serles contain confidential information requiring security handling? If  yes. cite law or regulation. 

11. Retention Requirements The following requires the series to be kept: 

a. State Law -O- years. d. Audit period - -  0 years. 
b. Statute of limitation -0- years. e. Administrative need -years. 

-0- years. c. Federal law years. 

Attach copy or exert of laws or regulations. Explain administrat.ive need. 

f. Federal retention instructions -O- 

Needed for  l i f e  o f  member a n d / o r  l i fet ime o f  b e n e f i c i a r y .  

- 
12. Approved Diqmsition Instructions This agency recommends that  the file series be cut off a t  the end of each: 

0 Calendar Year; $Fiscal Year; 0 Other FY78 - to  d a t e  then, 

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
B o t h e r  /Specify) 

Master COM: 

Dupl ica tes :  - 

C o m p u t e r  T a p e :  

yearls); then 
yeark); then 

and Post t o  d a t a  base and. then p r o d u c e  COM 

transfer t o  S t a t e  R e c o r d s  C e n t e r ,  h o l d  100 y e a r s ;  then d e s t r o y .  

h o l d  i n  current f i l e s  area unt i l  no longer n e e d e d  f o r  reference, then 
d e s t r o y .  

a f t e r  p r o d u c i n g  CON return t o  d a t a  center, h o l d  30 d a y s ,  then d e s t r o y .  

These instructions apply to al l  prior and future accumulations of the series. 1945 t o  1977: M i c r o f i l m  p a p e r  c o p i e s  
a n d  process m i c r o f i l m  a s  above;  d e s t r o y  paper c o p y  v e r i f y i n g  m i c r o f i l m .  I 

Recommendations in para- 
gaph  12 are approved. 
( I f  dirapproved, attad, letter 


